Attorney’s Guide to
Filing a Civil Complaint

The court will accept complaints and accompanying documents (summonses) through
ECF or conventionally (in paper). As of March 1, 2006, the court will no longer accept
complaints via “CyberClerk.”

This manual describes the procedures for filing a civil complaint through ECF.

1. Select Civil from the blue menu bar at the top of the ECF screen.

Criminal - Query - Reports - Utilities - Logout

2. Select Civil Case — Unassigned under Open a Case.
Civil Events
Open a Case QOther Filings
_> Crl Case - Unassioned ADE Documents
Discovery Documents
Initial Pleadings and Service Motices
Complaints, Other Initiating Documents  Trial Diocuments
Service of Process Appeal Documents
Answers to Complaints Other Documents
Other Answers
Motions and Related Filings
Motions
Eesponses, Eeplies and Memeorandums

3. The following screen appears:

Open Unassigned Civil Case

Office Charlotte v | Casetype ov | Case Number
Date filed 2/27/2006

Lead case number Association type | consolidated v
Qther court name
Other court number
[1 Related cases

a. The first section to fill in is Office. The United States District Court for
the Western District of North Carolinas is divided into four (4) divisions,
Asheville, Bryson City, Charlotte and Statesville. No matter what county,
all ASBESTOS cases are assigned to the Asheville division. The
divisions are comprised by county as follows:

ASHEVILLE DIVISION: if the defendant(s) reside in, or if the action on
which the lawsuit is based occurred in one of the following counties, it is
an Asheville Division Case: Avery, Buncombe, Burke, Cleveland,
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Haywood, Henderson, Madison, McDowell, Mitchell, Polk, Rutherford,
Transylvania and Yancey counties. ALL ASBESTOS CASES.

BRYSON CITY DIVISION: if the defendant(s) reside in, or if the action
on which the lawsuit is based occurred in one of the following counties, it
is a Bryson City Division case: Cherokee, Clay, Graham, Jackson, Macon
and Swain counties.

CHARLOTTE DIVISION: if the defendant(s) reside in, or if the action
on which the lawsuit is based occurred in one of the following counties, it
is a Charlotte Division case: Anson, Gaston, Mecklenburg and Union
counties.

STATESVILLE DIVISION: if the defendant(s) reside in, or if the
action on which the lawsuit is based occurred in one of the following
counties, it is a Statesville Division case: Alexander, Alleghany, Ashe,
Caldwell, Catawba, Iredell, Lincoln, Watauga and Wilkes counties.

b. The next section is the Case type field. Select cv for a civil case or mc for
a miscellaneous case.

C. Do not fill in the Lead case number or change the Association type.

d. Other court name. In the instance of a notice of removal, enter the name
of the court, i.e. Mecklenburg County Superior Court.

e. Other court number. Enter the state or county’s case number.
f. Related cases. Check this box only if there is a related case in our district

and enter that case number in the appropriate box.

|Open Unassigned Civil Case

Related case number

[ More related cases

If there is more than one related case, after entering the first case number
check the box before More related cases and enter the other case
number(s). When you are finished entering related cases, click on [Next]
to bring you back to the initial case opening screen.

You should now be finished with the initial case opening screen, check the
information and click on [Next].
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4. Use the civil cover sheet as a guide in filling out the next screen. Note: it will not
be necessary to attach the civil cover sheet in PDF form when attaching the case
initiating document. Use the drop down boxes to select the appropriate
information for each field. DO NOT enter any information or change the
information in the following fields: Class action, Demand ($000), Arbitration
code, or Date transfer.

Open Unassigned Civil Case
Jurisdiction |3 (Federal Question) ~
Cause of action |0 (Mo cause code entered) ~
Nature of suit |0 (zero) ~
Origin |1 (Original Proceeding) ~

Citizenship plaintiff hs
Citizenship defendant hs

Jury demand | n (hong) +| Class action |n v Demand ($000)
Arbitration code ~ County | Anderson he
Fee status | pd (paid) + | Fee date [2/27/2006 Date transfer

Click on the drop down box to change the Fee status as appropriate.
When finished entering the information click on [Next].
5. Adding Parties.

a. Searching for a Party. You must first perform a search to see if your
party is already entered on the ECF system. Type the first few letters of
the party’s last name for an individual, or the first few letters of the
company name. Click [Search].

Open Unassigned Civil Case

Search for a party

Last/Business name

NC Western District Court CM/ECEF - Filing Civil Case ¢ 3



If a match is found, ECF will display a list of party names. If the name of

the party you represent appears in the list, click on it and then click [Select
name from list].

Search for a party

Tast/Business name ||

Party search results
Smith, Joe

Smith, John

Smith, John *

[ Select narme from list ] [ Create new party ]

If a match is not found, or your party does not appear in the list, click
[Create new party].

Search for a party

Last/Business name

Party search results

Mo person found.

Create new party

ECF will display the following Party Information screen.

Party Information
Joe Smith
Title
Role | Defendant (dit: pty) ~| Prose no ¥
Prisoner Id Office
Unit Address 1
Address 2 Address 3
City State Zip
County v Country
Fhone Fax
E-mail
Party text
Start date  [2/27/2008
[ Alias ] [ Corparate parent ] [ Review 2;:;];1 ;l;?:z:: :ffh?grpu‘:?éihmthumn

When entering party information, please note the following:

= Company: enter the entire company name in the Last name field.
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= Individual: fill out the Last name, First name, Middle name,
and Generation (i.e. Jr., Sr., III) fields as appropriate.

= Parties should be entered in the manner in which they are
captioned on the document being filed.

= County or City: enter in the Last name field the COUNTY or
CITY first (i.e. Charlotte, City of or Mecklenburg County, etc.).

= State: use the two letter abbreviation (i.e. NC Attorney General,
NC Department of Motor Vehicles, etc.).

= Federal: use US and the full name of agency (i.e. US Internal
Revenue Service, US Small Business Administration, etc.)

Role: choose the party role from the drop down list. Note: the Role field
comes up with the default of Defendant.

Leave all other fields blank and when finished click [Submit]. This will
bring you back to the Search for a party screen.

Alias: If the party has an alias, click on the Alias button and follow the
directions in section 5b.

Corporate parent: Do not use. You are still required to file a corporate
disclosure statement.

When you are finished adding all parties, click on the [End party selection]
button. The case has now been assigned a case number and the following screen
will appear:

Open Unassigned Civil Case

Cage Mumber 06-12 has been opened.

Deocket Lead Event?

b. Searching for an Alias. You would follow the same criteria for entering
an alias name as you did for a party name.

Search for an alias

Last/Business name
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After selecting an alias name or clicking on the [Create new alias] button,
the following screen appears:

ias Information (Party Smith, Joe )

Last/Business name |Smith First name |John
Middle name Generation
Eole |agent » Start date | 2/27/2006

Add alias Click the Add alias button to return 1o the Party screen and submit all information for this party.

Below is a listing of the roles:
agent = agent of
aka = also known as
dba = doing business as
fdba = formerly doing business as
tka = formerly known as
nee = born
obo = on behalf of
other = other
rpi = real party in interest
ta = trading as

Select the alias Role in the drop down box and click on [Add alias] this
will take you back to the party information screen.

6. Click on Docket Lead Event? to take you to the Complaints and Other
Initiating Documents screen.

Open Unassigned Civil Case

Case Mumber 06-12 has been opened.

Docket Lead Event?

Complaints and Other Initiating Documents

Amended Cormplaint ~
Application for Stay of Execution
Application for Writ of Garishment
Complaint

Counterclaim

Crossclaim

Intereenor Complaint

Motice of Removal ¥

7. Select the appropriate case initiating document and click on [Next].
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Check the case number on the following screen and click on [Next].

Complaints and Other Initiating Documents
Case Number

06-12 99-12345, 1.99-cv-12345, 1-99-cv-12345, 99012345, oz 1:99ev13345

The system may identify more than one case with that number. Select the

appropriate case by clicking on the box next to the case number. After the correct
case number has been selected, click on [Next].

Complaints and Other Initiating Documents

There is more than one case that matches the number entered; select the appropriate case below.

[J1:06-cv-00012 - Beetle v. ac
[J3:06-cv-00012 - Stoith v. Jones

On the next screen select the filer and click on [Next].

Complaints and Other Initiating Documents

206-cv-00012 Srnith v Jones

Select the filer.

Select the Party:

Jones, Jeff [Defendant] AddiCreate MNew Party
Smith, Joe [Plaintiff]

10. At this point the Attorney/Party Association screen appears. IMPORTANT:

On this screen a check needs to be in front of the party and notice for you to get e-
notices. The box before the "party" will put the attorney on the docket sheet. The
box before "notice" will flag the attorney to receive e-notices. The box before
"lead" puts "Lead Attorney" on the docket sheet. Click on [Next].
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Complaints and Other Initiating Documents
306-cv-00012 Smith v, Jones

The following attorney/party associations do not exist for this case
Please check which associations should be created for this case:

[1Toe Smith (ptypla) represented by attorney (aty) Lead Wotice

11. Select the defendant(s). To select more than one defendant, press and hold down
the Ctrl key and click on each of the desired parties or you can click on the radio
button before “All Defendants.” After selecting the defendants, click on [Next].

Complaints and Other Initiating Documents
206-cv-00012 Smith v, Jones

Please select the party that this filing is against.

Select the Party: OR  Select a Group:

Jones, Jeff [Defendant] AddiCreate New Party
Smith, Joe [Plaintiff] @ Mo Group
O All Defendants
O All Plaintiffs
O All Parties
12.  You are now ready to browse and attach your case initiating document. All

documents that you intend to file in ECF must be in PDF format and 2 MB or
less. ECF will not accept documents that are not in PDF format or more than 2
MB. Click on the [Browse] button. Navigate to the appropriate directory and file
name to select the PDF document you wish to file. Highlight the file to upload to
ECF. Once you have verified the document is correct, close Adobe Acrobat and
click on the [Open] button. ECF closes the File Upload screen and inserts the
PDF file name and location in the Filename box.

Attach any exhibits and/or the summons(es) by clicking on the Yes radio button.
Click on [Next].

Complaints and Other Initiating Documents
206-cv-00012 Smith v, Jones

Select the pdf document (for example: CA199cv501-21 pdf)
Filename

Browse

Attachments to Document: ® Mo O Yes
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Again, click on the [Browse] button. Navigate to the appropriate directory and
file name to select the PDF document you wish to file. Highlight the file to
upload to ECF. Once you have verified the document is correct, close Adobe
Acrobat and click on the [Open] button. ECF closes the File Upload screen and
inserts the PDF file name and location in the Filename box. Either select the
appropriate category in the drop down box or type the description of the
document in the “description” box. Then click on [Add to List]. If you are
finished adding attachments, click on [Next].

Complaints and Other Initiating Documents
3:06-cy-00012 Smith v, Jones

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

2) At your option, select a document category, enter a description, and select a type

Category Description

P

3) Add the filename to the list box below. If vou have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button

|7 Add to List

Remave frarn List

Next
I

13.  ECF will prompt you with the following question.

Complaints and Other Initiating Documents
2:06-cv-00012 Smith v Jones

Do you have - or are you requesting - in forma paupens status for this complant Y/7

a. If you are filing a motion to proceed in forma pauperis or a motion has
previously been granted, enter a “y.”

Click on the Case Assignment Packet and Forms on the screen shown
below and print it out. This packet contains the consent to proceed before
a magistrate judge form, consent form instructions, disclosure of corporate
affiliations form, and certification and report of F.R.C.P. 26(f) conference
and discovery plan.

Complaints and Other Initiating Documents
306-cv-00012 Smith v, Jones

JSE THIS LIOME TO RETRIEVE CASE ASSIGIMENT PACEET AND FORWMS

FEEMEMEEE. TO FINISH YOUE DOCEET EVENT AFTEE BETRIEVING FOEMS BY USING THE BACKE BUTTON OF YOUR BROWSER
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After printing the document, REMEMER to finish your docket event by
using the back button of your browser and then click on [Next].

23 CM/ECE - NCWD TEST DATABASE - Microsoft Internet Explorer

File Edit Wiew Favortes  Tools  Help !.;'
. - " .
address | @] htps:fec-test.nowd uscourts, govicgi-binflogin plP936631 785485954-L_186_0-1 v B
Criminal . Query . Reports . Utilities . o_
£
v . a= T - S 3 f
ESaanCnpy o Print @ Emsil mSearch \“:,‘ ]:T_: Select Text - i__._])l 6‘)\ = |l D D ® 118% - ® 0O |
Al P

You are now presented with the Docket Text screen. Fill in any
information in the “free-text” box you feel is necessary and click on
[Next].

b. If you enter a “n” in the box in the above screen, you will be presented
with screens to process payment of the civil case filing fee. The first
screen states the fee amount, click on [Next].

Complaints and Other Initiating Documents
3:06-cy-00012 Smith v, Jones

Fee: §250

Complaints and Other Initiating Documents
306-ov-00012 Smith v, Jones

ow loading the payment processing screen. This process might take a few seconds

Fill in the required fields on the following Online Payment — Step 1
screen and click on [Continue with Plastic Card Payment].
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Online Payment Return to your ariginating application
Step 1: Enter Payment Information 1
Pay Via Plastic Card (PCj {ex: American Express, Diners Club, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *

Account Holder Name: |attormey
Payment Amount: §250.00

Billing Address: | 123 5 Main *
Billing Address 2:
City:
State / Province:| — v

Zip / Postal Code: | 28202
Country: United States - *
S VISA @ FTEY

DsgEyER

Card Type:
| Card Number: * (Cam mumier value should aof comtain soaces ordashes)
n " & &
Expiration Date: .| "/ b

Select the "Continue with Plastic Card Payment" button to continue to the next step in the Plastic Card Payment Process.

I Continue with Plastic Card Payment 1 [ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible

Fill in the required fields on the following Online Payment — Step 2
screen and click on [Submit Payment].

Online Payment Return to your originating application
Step 2: Authorize Payment 2
Pay tS y  Editthis inforration

Address Information Account Information Payment Information

Account Holder Name: attomey Card Type: Visa Payment Amount: $250.00
Billing Address: 123 5 Main Card Number: =200 Transaction Date 02/25/2006 05:49
Billing Address 2: Expiration Date: 3 / 2008 and Time: EST
City:

State / Province:
Zip / Postal Code: 25202
Country: USA,

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

| Email Address:

Confirm Email Address:
Authorization and Disclosure

Required fields are indicated with a red asterisk *
| autharize a charge to my card account for the above amount in accordance with my card issuer agreement. [ ¥

Press the "Submit Payment" Button only once. Pressing the button more than once could result in multiple transactions
Submit Payment ” Cancel I

Mote: Please avoid navinating the site using vour browser's Back Button - this mav lead to incomplete data being transmitted
<

Click on the Case Assignment Packet and Forms on the screen shown
below and print it out. This packet contains the consent to proceed before
a magistrate judge form, consent form instructions, disclosure of corporate
affiliations form, and certification and report of F.R.C.P. 26(f) conference
and discovery plan.
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Complaints and Other Initiating Documents
306-cv-00012 Smith v_Jones

[USE THIZ LIME. TO FETRIEVE CASE ASSIGNIMENT PACEET AND FORMS.

EEMEMBER TC FINISH YOUR DOCEET EVENT AFTER RETRIEVING FORMS BY TSING THE BACK BUTTCON OF YOUR BROWSEER.

After printing the document, REMEMER to finish your docket event by
using the back button of your browser and then click on [Next].

23 CM/ECE - NCWD TEST DATABASE - Microsoft Internet Explorer

File Edit ‘View Favorites Tools Help

0
. - 0 N
2} Iﬂ Iil-' | A ! Search ‘:\(Favorltes 6-‘“ [5 —

address | @] hrtps: {fecf-test.nowd scaurts, govfegi-binlogin pIPEEAG 3 FAS4AAIS4L_186_0-1

A aGo
Criminal Query . Reports Utilities . o_
ESaanCnpy o Print @ Emsil iﬁSearch \“:,‘ ]:’E Select Text - @} 6‘)\ = |l D D ® 118% - ® o3 o

You are now presented with the Docket Text screen. Fill in any

information in the “free-text” box you feel is necessary and click on
[Next].

Complaints and Other Initiating Documents
306-cv-00015

Docket Text: Modify as Appropriate.
COMPLAINT against Lucie Mac ( Filing fee § 250 receipt number 127439.) , filed by
Lucie Mac. {attorney, )
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